PART VII: REPORT FORMAT INSTRUCTIONS FOR SUMMARY REPORT OF EXAMINATION

INSTRUCTIONS FOR SUMMARY REPORT OF EXAMINATION

OVERVIEW In the past, a full compliance Report of Examination was completed regardless
of the financial institution’srating. The preparation and review of the full

Background report is labor intensive and time consuming. Moreover, many of the report
pages provide little information or assistance to afinancial institution that has
consistently maintained a satisfactory or better compliance rating. Therefore,
a streamlined Report of Examination (ROE) Summary format was devel oped
for use with these institutions. Examiners should employ the ROE Summary
format whenever permissible.

Purpose of the The ROE Summary format, an abbreviated report of examination format, was
Summary  developed to accomplish the following:
Report N : . .
€  Present examination findings quickly and in an easily readable format

€ Reduce the time spent by Regional Office staff in reviewing and
processing reports
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PART VII: REPORT FORMAT INSTRUCTIONS FOR SUMMARY REPORT OF EXAMINATION

USE OF THE The ROE Summary format may only be used for institutions which have had a
SUMMARY satisfactory or better compliance rating and pose no supervisory concerns.

REPORT _ . o
Use the summary report only if all of the following conditions are met:

€ Theinstitution has a composite compliance rating of "1" or "2" for the
current and last examination

€ Noreimbursable Truth in Lending Regulation Z violations exist at the
current examination

€ Noviolations of the anti-discriminatory provisions of the Equal Credit
Opportunity Act (ECOA)/Regulation B or the Fair Housing Act
(FHA)/Part 338 of FDIC's Rules and Regulations exist at the current
examination

The ROE Summary format may be used when afinancial institution meets the
above requirements and is assigned a "Needs to Improve" or "Substantial
Noncompliance" rating for CRA, provided that there are no violations of the
anti-discriminatory provisions of the ECOA or FHA.

Regardless of the composite compliance rating, the examiner may prepare the
full ROE when violation descriptions are essential to fully explain the
substance of violations to the financial institution’s management, for example,
arecent change in Regulation Z citations due to a court decision.

DESCRIPTION The ROE Summary format consists of the following pages and documents
OF THE used in the full ROE:

SUMMARY

REPORT Cover

Examiner's Comments and Conclusions
CRA Page (optional)

Supervisory Page A

CRA Performance Evaluation

a dh db dh dh

The CRA Performance Evaluation is prepared as a separate document
since it must be made publicly available by the financial institution.
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PROCEDURES Summary Report Preparation Procedures

1. Complete the pages and documents above as you would for the full
ROE.

NOTE: Accessthe Data Entry Form through the automated Report of
Examination Menu. Include on the disk sent to the Regional Office.

2.  Comments on the Examiner’s Comments and Conclusions page
should:

€ Beconcisg, reflecting the overall " Satisfactory" or better
compliance rating and the lack of any supervisory concerns

€ Describe the strengths, as well as any weaknesses, of the financial
institution’s compliance posture

€ Include a statement indicating that a copy of the Summary of
Violations was provided to management before the examination’s
conclusion

SUMMARY OF In addition to the ROE Summary format, the financial institution will receive
VIOLATIONS aSummary of Violations. The Summary of Violations is a separate document
describing the violations found during the course of the examination and
management’ s response and commitments for corrective action. The final
page of the Summary of Violations contains an attestation and signature block
for management to acknowledge receipt of the Summary of Violations and
discussion of its contents.

Preparation of

the Summary of
Violations Significant Violations

Prepare the Summary of Violations

1. Writeviolations that would appear on the Significant Violations pages
of afull ROE in the same format and using similar headings.

2. Include management’s response and/or commitment(s) for corrective
action.

Refer to the sample write-ups at the end of this section of the manual.
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SUMMARY OF
VIOLATIONS
(cont’'d)

Preparation of
the Summary of
Violations
(cont’d)

Discussion of
Summary of
Violations with
M anagement

L ess Significant Violations

3. Usethe same format for less significant violations that would normally
be included on the Other Violations and Exception pages of a full
ROE.

Refer to sample write-ups at the end of this section of the manual.

Discuss Summary of Violations with M anagement

1. Provide management with a draft copy of the Summary of Violations.

2. Advise management that the Summary of Violations is the official
record of violations discovered during the examination.

3. Discuss contents of the Summary of Violations with management
before the exit meeting.

Resolution of Disagreements

1. Management’s disagreement with any of the violations cited must be
resolved to the extent possible by the examiner through either areview
of additional information provided by management or further research
of regulatory materials.

2. Discuss management’s disagreement with any violation(s) in both the
revised Summary of Violations and the Examiner’'s Comments and
Conclusions page of the Summary ROE.

Specifically identify the violation(s) in question and management’s
basis for challenging the violations.

3. Management will acknowledge receipt and discussion of the final
Summary of Violations by returning to the examiner a signed copy of
the Summary of Violations.

Refer to sample write-ups at the end of this section of the manual.
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SUMMARY OF
VIOLATIONS
(cont’'d)

Discussion of
Summary of
Violations with
M anagement
(cont’d)

Regional Office
Review of
Summary of
Violations

4. Submit the report, including the signed copy of the Summary of
Violations, to the Regional Office for review.

If management refuses to return a signed copy of the Summary of
Violations.. . .

1. Include the Summary of Violations pages as part of the final Summary
ROE.

2.  Make note of management’s refusal on the Examiner’s Comments and
Conclusions page.

3. Submit the report, including the original signed Summary of
Violations, to the Regional Office for review.

Regional Office Review Procedures

1. The examiner must forward the signed Summary of Violations to the
Regional Office with the ROE Summary format.

NOTE: The examiner should include a disk copy of the Summary of
Violations in the event of revisions by the Regional Office.

2. The Regional Office will communicate any revisions to the Summary
of Violations to the financial institution.

€ Insignificant revisions

Insignificant changes by the Regional Office to the text of the
Summary of Violations will be communicated to the financial
institution by the Regional Office staff. The method used to
notify the financial institution of changesis at the discretion of the
Regional Manager.
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SUMMARY OF
VIOLATIONS
(cont’'d)

Regional Office
Review of
Summary of
Violations
(cont’d)

€  Substantial revisions

If the Regional Office’s revisionsto the Summary of Violations
are substantial, the Regional Office must send a copy of the
revised Summary of Violations to the financial institution with the
Report of Examination.

Revisions could be the result of the Regional Office obtaining
new information which:

--  Eliminates several violations, or

--  Increases the number of violations

3. The Regional Office transmittal of the Summary ROE to the financial
institution will conform to the following guidelines:

€ The Regional Office must state in the transmittal letter that a
Summary of Violations was provided to the financial institution’s
management and discussed with them

€ Thetransmittal |letter must specify the date and the names of
management officials involved

€  Thetransmittal letter must also provide the name and title of the
executive officer who signed the Summary of Violations
acknowledging its receipt on behalf of management

If management refused to sign the Summary of Violations. . .

1. The Regional Office should state the following in the transmittal |etter:
€ Management refused to sign the Summary of Violations

€ The Summary of Violations has been included as part of the
Summary ROE

If the Summary of Violations has been substantially revised . . .

1. The Regional Office must send both the Summary ROE and the
revised Summary of Violations to the financial institution by certified
mail, return receipt requested.
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INSTRUCTIONS FOR SUMMARY REPORT OF EXAMINATION

SUMMARY OF |,
VIOLATIONS
(cont’'d)

Regional Office
Review of
Summary of

The transmittal letter to the financial institution should indicate:
€ The Summary of Violations has been substantially revised

€ Management is requested to acknowledge receipt of the revised
Summary of Violations by returning a signed copy to the Regional
Office by a specified date

Violations
(cont’d) 3.

If the financial institution fails to comply with this request, the
Regional Office should pursue appropriate action.

Recordkeeping Procedures

Maintain the original signed Summary of Violations in the Regional
Office with the Summary ROE.

Maintain a copy of the signed Summary of Violationsin the field
office with the workpapers.

In the event arevised Summary of Violationsis prepared by the
Regional Office, the Regional and field offices should retain a copy of
the revised Summary of Violations until the signed acknowledgment
copy isreceived from the financial institution.

Recor dkeeping
Requirements
1.
2.
3.
4.

Consistent with the procedures stated above, the Regional Office will
maintain the original signed revised Summary of Violations and send a
copy to the field office to retain with the workpapers.
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FDIC LAW,
REGULATIONS
, & RELATED
ACTS

Applicable Rules None

Advisory  None
Opinions

Statements of None
Policy

DCA Instructions for the Compliance Report of Examination, Transmittal No.
MEMORANDA DCA-96-021, dated 2/23/96

Summary Compliance Report of Examination, Transmittal #DCA-96-007,
dated 1/19/96

FINANCIAL  None
INSTITUTION
LETTERS (FIL)
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SUMVARY OF VI OLATI ONS 00000-0

| DENTI FI CATI ON OF
TRANSACTI ON OR EVENT SECTI ON AND DESCRI PTI ON OF VI OLATI ON

SUBSTANTI VE VI OLATI ONS

HOVE MORTGAGE DI SCLOSURE

Jack B. and Jill Quick Section 203. 4(b)

Loan #XXXXXX, 1-3-19XX Failure to |l og residential purchase
nortgages originated in the

Susan B. Ant hony Commerci al Loan Depart nent.

Loan #XXXXXX, 7-13-19XX [ 370301]

The institution failed to enter residential purchase nortgages
originating in the Commercial Loan Departnent on the 19XX Loan
Application Register (LAR). The om ssion of the 15 nortgages represents
50% of the institution’s reportable applications. The enployees in the
Commerci al Loan Departnent were unaware of HVDA reporting requirenents.
Managenment corrected the 19XX LAR and re-submtted the LAR during the
exam nati on.

OTHER SI GNI FI CANT VI OLATI ONS

ELECTRONI C FUND TRANSFERS

John Jones Section 205.9(a)(3)

Account #123456, 12-1-19XX Recei pts provided by the ATM
incorrectly describe credit card
transactions as transfers to or

Ni chol as Roberts froma checking account.

Account #132654, 6-3-19XX [ 285101]

Managenent states that all ATM machi nes cannot properly describe credit
card transactions on the ATM receipts. Vice President John Doe stated
he will contact the servicing conpany to correct this systemw de
defi ci ency.

FDI C 6410/ 06 (12-93) 3.1
SUMVARY OF VI OLATI ONS ( Conti nued) 00000- 0
| DENTI FI CATI ON OF
TRANSACTI ON OR EVENT SECTI ON AND DESCRI PTI ON OF VI OLATI ON

OTHER SI GNI FI CANT VI OLATI ONS (Cont’ d)
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REAL ESTATE SETTLEMENT PROCEDURES

Mort gage servicing transfer Section 3500.21(d)(3)

notices - Provided from January Date on which current servicer

to Decenber 1995 wi |l stop accepting paynents
and new servicer will begin

accepting paynents are not the
sane or consecutive dates.
[ 147201]

This is a systemw de violation. Al twelve transfer notices reviewed
did not accurately disclose the service transfer dates. Vice President
Janmes Roe stated that the financial institution relied upon incorrect
advice froma state banking association. A corrected notice was

devel oped and provided to the affected account hol ders during the

exam nati on.

OTHER VI OLATI ONS

TRUTH I N LENDI NG

"Car Loan Advertisenent” Section 226.24(c) (1)

Anyt own Press Four advertisenents did not contain
January 5, 19XX t he additional disclosures required
February 5, 19XX by the inclusion of the | oan

March 5, 19XX repaynment period. This is due to
April 5, 19XX to | ack of adequate training.

Managenent adopted regul atory
checklists for |oan and deposit
advertisenments prior to the

exam nation in an attenpt to address
t his deficiency.

[ 090501]
FDI C 6410/ 06 (12-93) 3.2
SUMVARY OF VI OLATI ONS (Conti nued) 00000-0
| DENTI FI CATI ON OF
TRANSACTI ON OR EVENT SECTI ON AND DESCRI PTI ON OF VI OLATI ON
OTHER VI OLATI ONS (Cont’ d)
TRUTH I N SAVI NGS
"Save Wth Us" Section 230. 8(b)
Anyt own Press Three advertisenents, using the
May 5, 19XX abbreviation "APY", did not include
June 5, 19XX the term "annual percentage yield".
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July 5, 19XX This violation appears to be caused
by enpl oyee oversight. Managenent
adopt ed regul atory checklists for
deposit advertisenents prior to the
exam nat i on.

[ 170501]
FAI R HOUSI NG
Post, David and Tanya Section 338.7(a)(1)(i)
$35, 000, 08-22-19XX The bank failed to collect the

required nonitoring data for this
nmobi | e hone | oan. This appears to

be an inadvertent error. It was
corrected during the exam nation.
[ 353701]
FDI C 6410/ 06 (12-93) 3.3
SUMVARY OF VI CLATI ONS (Conti nued) 00000-0
| DENTI FI CATI ON OF
TRANSACTI ON OR EVENT SECTI ON AND DESCRI PTI ON OF VI OLATI ON
OTHER VI OLATI ONS (Cont’ d)
ELECTRONI C FUND TRANSFERS
Jane Smal | Section 205.10(a)(2)
Account XXXXXX, 6-10-19XX A pre-authorized payroll transfer

was not credited the day the funds
were received. This appears to be a
clerical oversight.

[ 287901]
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her eby acknow edge recei pt of a copy of this docunent. Exam ner
di scussed with ne in detail the violations cited

do

herei n.

Oficer’s nane and title Oficer’s signature and date
Institution’s nane City/State

FDI C 6410/ 06 (12-93) 3.4

FDIC COMPLIANCE DATA ENTRY FORM

The hard-copy Data Entry Form has been replaced by an automated L otus form.

Access the Data Entry Form through the automated Compliance Report of Examination

Menu. It islocated under item 6, Upload Menu.
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